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1. PURPOSE 
 

1.1 To provide guidelines for the annual development, refinement and submission of 
department goals, objectives, and output measures.  To provide for subsequent comparison 
of planned versus actual performance.  This will be referred to as Quarterly Performance. 

 
 To provide guidelines for preparation and submission of Report by those departments 

having divisions or sections that measure and report relative productivity against a 
standard (100%).  This will be referred to as Quarterly Productivity. 

 
2. DEFINITIONS 
 

2.1 The Basis for Quarterly Performance Report is a schedule of objectives and corresponding 
evaluation criteria submitted at the beginning of each fiscal year. 

 
2.2 The Quarterly Performance Report is an evaluation of actual performance submitted 

quarterly during the fiscal year. 
 
 2.3 Goals - A goal is a general statement of intended accomplishment for an entire department 

or major division.  It should be viewed as an end state or condition to be attained at some 
time in the future.  The goal should be stated in community-oriented terms, describing 
intended effects on citizens and the community. 

 
 2.4 Objectives - An objective is a specific statement describing what is to be achieved, by how 

much, and within what time frame.  For budget planning purposes, the time frame 
generally should be the ensuing fiscal year. 

 
An objective statement is not merely a description of what a department does, but the 
result, state, or condition to be achieved.  As such, objectives should be results-oriented 
rather than process-oriented.  That is, focus should be on the effects of departmental 
programs, rather than administrative functions performed.  Further, objectives should be 
stated in terms that permit quantitative measurement of their achievement. 

 
 
______________________________________________________________________________________________________ 
Authorized 
 

(Signed by Sylvester Murray) 
____________________ 

CITY MANAGER 
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2.5 Output measures - An output measure is the criterion established to determine the degree 

to which a program is successful in meeting its stated objective.  That is, output measures 
should quantify the extent to which desired results are achieved.  Corresponding to each 
objective there should be at least one output measure.  Output measures include three 
different types of indicators: 

 
 An effectiveness measure - is an indicator of how well a program objective is achieved.  It 

focuses on citizen-related effects of programs.  Examples are percent of stolen cars 
recovered, accident loss per 100,000 vehicle miles, and average time to respond to a 
complaint. 

 
 An efficiency measure - is an indicator of how economically input (costs or position-years) 

is converted to output (work load or service units), usually expressed as a ratio of input and 
output.  Examples are cost per investigation, number of books circulated per program 
dollar, and number of inspections per position-year. 

 
 A Work load measure - is an actual account of work units accomplished, indicating level of 

work activity.  Examples are number of acres mowed, number of fires extinguished, and 
tons of refuse collected. 

 
 2.6 Measured Positions - are those positions which have been evaluated by the Organization  

 Effectiveness Program staff, and are the subject of periodic reporting systems which are 
designed to measure relative productivity against a standard (100%). 

 
2.7 100% - a measure of productivity defined as the rate of production achieved by qualified 

workers using normal skills and effort, to accomplish assigned tasks. 
 
2.8 Productivity Performance - a measure of the surveyed unit’s actual productivity as 

evidenced by the periodic reporting system, expressed as a percent. 
 
2.9 Percent Deviation - the mathematical deviation of actual productivity from 100%, 

expressed as a percent. 
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3.  POLICY 
 

3.1 Managerial departments will propose meaningful objectives and corresponding output 
measures.  Regular quarterly reports will be required which reflect progress toward 
objective attainment.  Other measures of efficiency and work output are also to be reported 
where they meaningfully reflect accomplishment of departmental work programs. 

 
3.2 In addition, activities that have had implemented productivity measurement systems will 

provide regular quarterly reports which reflect progress toward the achievement and 
maintenance of a productivity performance of 100% as defined in 2.7. 

 
3.3 Non-managerial departments are invited and encouraged to participate in the reporting 

system. 
 
4. PROCEDURE 
 
 4.1A Development of objectives and output measures (Quarterly Performance) 
 
  Responsibility       Action 
 
  City Manager’s Representative 1. Meet with Department Heads in August  

of each year and provide guidelines for setting 
goals, objectives and output measures for the 
ensuing fiscal year budget submission. 

 
  Department Directors   2. During September and with the assistance of 

the Financial Management Department, refine 
departmental goals, program objectives and 
output measures, taking into account past and 
anticipated program changes. 

 
3. Submit revised goals, program objectives and 

output measures along with the department’s 
proposed budget for the following fiscal year. 

 
  Deputy City Manager   4. The respective Deputy City Manager,  

together with each Department Director and 
the Financial Management Director review 
each department’s goals, objectives and 
output measures simultaneously with the 
review of each department’s budget request 
for inclusion in the Proposed Budget. 
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 4.1B Development of Productivity Reporting System (Quarterly Productivity) 
 
  Responsibility       Action 
 
  Financial Management   1. Will design and initiate a reporting system in 
     Department, Organization    connection with the study of the work  
     Effectiveness Program (OEP)  element. 
 
  Department Directors   2. Will assist and advise OEP staff with respect  

to time standards, allowances, workload 
variations and other factors as necessary. 

 
 4.2 Basis for Quarterly Performance Report 
 
  Department Director   1. On or about June 20 each year, proposes  

 changes or new items for the Basis for 
Quarterly Performance Report to the 
Financial Management Director for approval.  
Where possible reporting items should 
include: 

 
a. key objectives stated in the Proposed 

Budget which are significant in scope 
and importance. 

 
b. evaluation criteria (i.e. output 

measures) that will serve as a measure 
for the accomplishment of the 
identified objectives. 

 
c. any other significant work load 

measures covering those portions of 
the department work program 
reflecting the greatest number of work 
hours or dollar expenditures. 
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  Responsibility       Action 
 
  Department Director   2. Prepares Form CM-3, Basis for Quarterly 

Performance Report, in triplicate, including 
changes approved by the Financial 
Management Director.  Program objectives 
should be stated and appropriate related 
performance standards (output measures) 
provided where possible.  Work load and 
efficiency measures should also be provided 
where appropriate. 

 
3. The “Preliminary Budget” column of Form 

CM-3 should show the information published 
in that document (if applicable).  For items 
not published in the budget document, leave 
this column blank 

 
4. Prepares a definition of all output measures to 

be included as an attachment to the Basis. 
 
5. Forwards original of Form CM-3 to the 

appropriate Deputy City Manager and two 
copies to the Financial Management Director 
by July 10th. 

 
  Financial Management  6. Upon approval of the Basis for Quarterly 
    Director     Management Report, returns one approved  

copy to the department, and forwards one 
approved copy to the City Manager’s office.  
Retains one file copy. 
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 4.3A Quarterly Performance Report 
 
  Responsibility       Action 
 
  Department/Division Head  1. On a quarterly basis, prepares Form CM-4, 

Quarterly Performance Report, in 
quadruplicate.  Where data from Auditor’s 
Reports is used to reflect actual levels 
achieved for that quarter, the Biweekly 
Reporting period ending prior to the end of 
the calendar quarter will be considered the cut 
off date for that calendar quarter.  In 
preparing the report, anticipated current year 
figures should correspond with the current 
year program listed on the approved Basis for 
Quarterly Performance Report.  When the 
actual current year figures deviate from the 
anticipated by 10% or more, a complete 
explanation citing the factors causing the 
deviation must be given in the space provided 
on Form CM-4.  Explanations should be clear 
and concise, in language suitable for public 
dissemination (see attached sample). 

 
  Department Head   2. Distributes original of Form CM-4 to the 

appropriate Deputy City Manager and two 
copies to the Financial Management Director 
not later than the 17th of the month following 
the end of the quarter.  Retains one file copy.  
Reports will be reviewed and approved by the 
department head, or in his/her absence the 
assistant, before being distributed.  
Department approval of the report will not be 
delegated below this level. 

 
  Financial Management  3. Reviews the Quarterly Performance Report 
    Director     for any indication of significant operational 
        problems. 
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 4.3B Quarterly Productivity Report Responsibility 
 
  Responsibility       Action 
 
  Department/Division Head  1. On a quarterly basis, prepares Form FM-1380 

Quarterly Productivity Report, in 
quadruplicate.  The information reported will 
be cumulative for the quarter.  When the 
quarter’s productivity performance deviates 
plus or minus 10% from 100%, a complete 
explanation citing factor(s) causing the 
deviation must be given in the space provided 
on Form FM-1380.  Explanation should be 
clear and concise, in language suitable for 
public dissemination (see attached sample). 

 
  Department Head   2. Distributes the original to the appropriate 

Deputy City Manager and two copies to the 
Financial Management Director not later than 
the 17th of the month following the end of the 
quarter.  Reports will be reviewed and 
approved by the department head, or in 
his/her absence, the Assistant Department 
Head, before being distributed.  Department 
approval of the report will not be delegated 
below this level. 

 
  Financial Management  3. Reviews the Quarterly Productivity Report, 
    Director     including the adequacy of explanations  
        provided. 
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4.4 Quarterly Performance Summary 

 
  Responsibility       Action 
 
  Financial Management   Submits a Quarterly Management Summary 
  Director     Report to the City Manager not later than 30 

after the end of the quarter.  Selected data 
included in departmental Performance and 
Productivity Reports will be regularly 
incorporated in this report. 

 
 
 

APPENDIX 
 

Subject Index 
 

Quarterly Performance Report 
Report 
Output Measures 
Quarterly Productivity Report 
Productivity Measures 
Procedures, Productivity Reporting 

 
Forms Involved 
 

Form CM-3, Basis for Quarterly Performance Report 
Form CM-4, Quarterly Performance Report 
Form FM-1380, Quarterly Productivity Report 

 
 



 



 



 

 


